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Objective

A dynamic & highly motivated and goal-oriented professional with 3.6 years of experience in HR Industry, looking to associate with an innovative and vibrant organization; this allows me to put my HR competencies to the best use, to add value to the organization and contributes to my overall growth as an individual.

Personal Strength: Communication Skills, Confident & Positive Attitude
Education Qualification 

	Qualification
	University
	Year of passing

	MBA (HR)
	International Academy For Management Studies (iAMS)
	2011

	B.Com
	N.S.S Arts College
	2009

	HSC
	Karthika Thirunal V & HSS For Girls
	2006

	SSC
	Nirmala Bhavan G.H.S.S
	2004


Technical Skills

· MS Office and Internet Applications 
Professional Training 

Company: Dsquare Technologies  

Course: Advance Diploma in Human Resource Management & Indian Payroll System
During the Training I was given exposure to the following areas

	End to End Recruitment
	 
	HR Generalist Areas

	Handling End to End Recruitment 
	
	Handling Joining formalities & Exit Interview

	IT , ITES & Non IT Recruitment  
	
	PMS System of the Employee  

	Cold Calling and Head Hunting 
	
	Conducting Induction for the new employees 

	Training the candidates on interview 
	
	MIS

	Sourcing through job portal 
	
	Handling Employee Grievance - ERM

	Short-listing profiles for given requirement  Technical and Non-Technical Assessment 
	
	Processing Employee PF, ESI, Mediclaim & Other Employment Registration forms 

	End to End Indian Payroll Management System 

	Taking Care of Complete Staff Data Base

	Pay-roll processing with regard to labor laws, Monitoring PF, ESI, PT Calculations, Remittances, Filings

	Taking Care of routine Tax planning Co-ordination for the Employees

	Monitoring Relieving Procedures and Settlements & General administration-related work 

	Employee Co-ordination & Maintaining the Contract Employees details 


Employment History

1). Company Name
:
Finastra (Formerly D + H Solutions India Pvt. Ltd)
      Designation
:            HR Executive
      Duration

: 
May 2015 - June 2017
Job Profile: 
HR Operations:
· Maintenance of HR database on a weekly basis and publish on HR share drive.

· Workday-Addition of new hires to workday and timely updating the changes.

· Leave Management-Adding leaves for new hires and employees completing probation.

· Issue Employee certificates.

· Full and final settlement input to ADP in consultation with HRBP.

Provide internal audit support

On boarding:
· Welcome email and new hire session.

· Preparation of welcome KIT.

· Workday/ADP access to new hires.

· New hire access to EPM/Timesheet.

· Bank Account opening.

· Preparation of Onboarding checklist for every employee.

· Preparation of Onboarding report on monthly basis

Payroll Input:
· Provide new hires details and bank account information.

· Provide maternity leave, resignations, salary hold.

· Provide PF details of new hires

Compliance & Risk:
· Initiate back ground verification.

· Follow BV process.

· Timely action of insufficiency.

· Weekly report to HR team on BV status

Employee Personal File:
· Maintain employee files.

· Keep personal files updated with required documents.

· Audit employee files once in a quarter
Off-boarding:
· Raise ServiceNow ® ticket with termination checklist.

· Preparation of exit checklist in consultation with IT and Admin.

Preparation of exit letters and conducting exit Interviews

2). Company Name
:         Harland Financial Solutions India Pvt. Ltd (D + H Solutions India)
      Designation
:         Administrative Assistant
      Duration

:         June 2013 - May 2015
Job Profile:
· Front Office Management

· Answering and directing phone calls and customer queries

· Ordering and maintaining office supplies

· Greeting visitors courteously and direct them to the appropriate department

· Develop and maintain a filing system

· Maintaining front desk procedures including contact information, directions and frequently requested company information

· Maintaining petty cash and grievance registers

· Scheduling and arranging interview sessions in coordination with HR and various business units

· Arranging cab requisitions

3). Company Name
:
White Oval Technologies Pvt Ltd
      Designation
:
HR Executive
      Duration

: 
November 2011 - May 2013
Job Profile:
· Handling front office administration

· Answering and directing phone calls

· Maintaining contact list

· Screening and shortlisting CVs and scheduling HR interviews

· Conducting HR interviews

· Handling payroll management

· Managing petty cash register

Achievements 
· Has received GEM (Going that Extra Mile, a D+H Corporate Initiative) awards, an organizational endeavor aimed at recognizing individuals who have made noteworthy contributions to projects / initiatives; in December 2014 for showcasing outstanding performance in HR activities.
· Has received SPOT award (a D+H Corporate Initiative), also an organizational endeavor towards recognizing efforts of employees towards projects and initiatives; in 2015 for being part of the HR core team and timely completion of the assigned projects.
· Was awarded the �WOV-GO GETTER 2016� constituted to honor women on International Women�s Day as part of recognizing contributions to women�s empowerment and achieving executive goals.

Personal Details 

· Husband’s Name
:      
Mr. Sanjai Kumar Nandakumar
· Date of Birth

:  
03/01/1989


· Nationality

:
Indian  

· Marital Status

:
Married
· Languages Known
: 
English & Hindi
· Passport

: 
No
Declaration: I hereby declare that the above furnished details are true with proven records.

Place: Trivandrum
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(Vidhu Chandran)
